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June 2015 marked the official launch of COWIB’s Business Services Team’s 1stLook! It is COWIB’s response
to WIOA (Workforce Innovations Opportunity Act) changes. 1stLook! encompasses the full scope of the
services that our team provides to participating businesses. We introduce the Central Oklahoma Workforce
Investment Board and the full workforce system of economic development, education and employment
services. 1stLook! helps connect our businesses with qualified job candidates through OKJobMatch,
FitFirstJobs®, Interview Stream and the workforce partner’s resources and services. Throughout the 1stLook!
process we recognize that COWIB and the Business Services Team is serving two populations:

1) Our customers: the local businesses we serve and
2) Our clients: the job seekers those businesses are recruiting

With this vision, we have a single goal — successful employment.

To accomplish this, 1stLook! relies on both the business and the jobseeker sharing the responsibility during
the recruiting with the helping hand of our Workforce System Partners and COWIB to ensure a timely result.
What you will see in this presentation is what the COWIB’s Business Services Team delivers in our service area,
but most of it could be replicated with your local and our Federal and state resources.
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The Central Oklahoma Workforce Investment Board’s strategy in the creation of our Business Services Team is
not to create more case managers or job developers working at the area One-Stop centers. Our focus from
the beginning in 2006 has been to reach out to the unserved and under-served employers in our service area.

We have put the focus on building a relationship with our Business Partners and becoming their go-to team
for connecting with the workforce services that they need to become more successful and that they have not
usually known about.

We quickly learned that most businesses have never heard of a WIB and very few knew about most of the
services available to them through the State Workforce System service partners. Many of these employers did
not know about the Oklahoma Employment Security Commission (OESC) and too many of them who were
familiar with it refused to use the state system because

1. They felt that the system is optimized for jobseekers, not businesses
2. Many found it cumbersome to try to do successful candidate searches
3. Major problems with lack of communication
4. Those who were using the system or had tried it found that there were too many mismatches

2006 through mid-2015, under WIA, this has been the scope of COWIB’s Business Services Team—businesses.
We rarely spoke or interacted with any jobseekers. With the passing of WIOA, our team focus changed
somewhat. Our primary contact and interaction is still with business but now we have begun to have some
interactions with job seekers when that provides a service to employers, especially when we have the
opportunity to use that as a way to “bring them into the fold” of the State Workforce System.
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Our customer is the hiring employer. We seek employers who are not currently using the State Workforce
System to introduce them to the wide range of services available through the system partners. It all begins
with a COWIB Business Services Consultant meeting with the employer. You will see references on the slides
to the applicable sections of the proposed regs related to business services for WIOA.
1. We introduce them to the State Workforce System, its service providers (big picture) and COWIB services.
2. We then get some basic highlights and demographics about the business.
3. Then we ask questions and sit back and listen.

1. What is your biggest challenge as a business?
2. What is your biggest challenge as an employer? (quite often but not always the same… “Finding

good employees”
3. Do you have any current partnerships with the workforce system partners? (OESC/Workforce

Oklahoma, career techs, chambers of commerce, etc.)
4. Based on their responses, we share information about resources that might be of assistance, such as:

• OKJobMatch which is the premier job search site in the state of Oklahoma. It is where both
employer and job seeker information is stored. It is a searchable employment database.

• OESC has a Talent Acquisition Team (the “TAT”), an 8-member team who assist employers
in posting job openings and searching for qualified and viable job seekers.

• Interview Stream® provides a practice platform where a jobseeker can practice and become
comfortable with this media format. Then an introductory interview is taken to introduce the
candidate to us (“tell me about your skills and talents”). This can also be shared with an employer.

• HotJobs video and .pdf versions that allow the employer to promote their job openings
• Department of Labor resources in the Employers’ Tool Kit that includes O*Net, Crosswalk and

Advanced Searching, and JobWriter to develop effective job descriptions.
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• Promotion of the workforce system partners which include but are not limited to
the Workforce local offices, educational institutions, government and service
agencies, and local chambers among others, along with the services that they
provide. We try to make opportunities to tell them about some of the unexpected
services such as OESC’s OKC Metro Employer Council.
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We have two forms we use during our employer meetings…
• We begin with the COWIB’s Business Services New Client Survey. This one gathers more demographics and

has a wider range of “other” services in a checkmark listing—we have made this fairly comprehensive with
lots of checkmarks so that we can just check a box and not spend a lot of time writing—it makes us better
listeners.

• One pair of questions that we added early in the development of this form was whether they are

currently using OKJobMatch and if they are using a staffing agency. We found it very

enlightening that many employers who would not use the OKJobMatch system for job posting are
paying high dollars to a staffing agency that does find jobseekers in the system by posting their
blind job listings for free in our system! So the system is still providing the workers, saving staffing
agencies big money in recruiting and they are “getting the glory.” More on that later….

• When an employer identifies that they are currently ready to hire, then we can pull out the form we refer
to as the One-Stop or job posting Survey… this gathers some specific items needed to post a job in the
system (such as Federal ID Number, pay range, work schedule, etc.).

• If the employer says “I prefer not to work with the system but you can help me” then we gather the
same information and we post the job as a blind ad that we can match against with 1stLook! as the
employer with our contact information.
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• COWIB-provided FitFirstJobs®. This is an assessment that measures a person’s thinking and reasoning
styles, occupational interest and behavioral traits against a custom business bench mark. The FitFirstJobs
program provides a number of reports to assist employers and job candidates and new hires in building a
strong working relationship that leads to satisfaction and long-term employment:

• The Job Fit Report gives insights on how a candidate might be expected to function as compared to
the optimal actions for the position at this employer’s place of business

• The Interview Guide provides behavior-based interview questions
• A Succession Planning Report is also available for cross-training and future promotions by

comparing the candidate/employee to the employer’s other benchmark positions.
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Often one of the first items mentioned by employers as an employer challenge is posting their jobs to find
good quality candidates. When this discussion is opened, we have a variety of opportunities for them:

• Our first recommendation is the OKJobMatch system. We point out that it is the largest database of
jobseekers in the state of Oklahoma

• If the employer elects to use COWIB’s FitFirstJobs system, the job is automatically posted there
once their custom patterns have been created

• COWIB also provides our HotJobs ad in a scrolling digital presentation or in a .pdf format to
jobseekers

• The Business Services Team also keeps an updated list of all the other locations for job posting in
the State Workforce System
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This is an example of a HotJobs posting. It will have the employer’s logo, a brief description about the
company, listing of any positions open and how to apply for the job.
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Some businesses share about the company and their services and others take this opportunity to sell to
candidates why they would want to work for the company.
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The COWIB’s Business Services team consolidated into one list all of the State Workforce System partners who
provide an opportunity for employers to post their job openings at no cost. We are showing you this for an
idea of the scope of opportunities. This list is just the opportunities in our 4-county service area and is limited
to our “official” service partners. We update the contact information and links regularly and this is very
popular with our employers. You can download our Job Posting Opportunities List just to spark ideas of similar
resources in your area. If you have the opportunity, you could also expand the list into the many non-profits in
your area who provide or are looking for work opportunities for their clients. We send this list out digitally so
that the website hyperlinks are all active and the email includes pictures of their v-cards as a convenience to
them.

We have included a copy of our Job Posting Opportunities listing for our area in the downloadable resources.
You are welcome to use this as ideas of resources that might be available in your area. You can also include
local non-profit organizations who work with placement of jobseekers.
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Business Services’ second client is the job candidate or job seeker. The focus is to provide the individual with
the tools and access to resources that will enhance their job search by guiding them to a successful job match.
• We search the OKJobMatch site for qualifying jobseekers against the job posting that has been done as the

employer or with COWIB 1stLook! as the employer
• We search the FitFirstJobs assessment database for additional jobseekers
• We contact the jobseekers with information about the job opening

• First step: confirm they are still actively seeking job opportunities and their interest level for current
position.

• If they are interested, we direct them to register with OKJobMatch if they have not done so and to
make sure that all information is still correct and current—they can do this while they wait for our
response. If they do not register in OKJobMatch, they do not get a referral to the employer
through the 1stLook! program.

• We also recommend they complete and/or update their FitFirstJobs survey information including
work experience and education

• We also recommend that they complete the hard skills self-identification of skill levels
• Jobseeker expresses interest – this moves them into “CANDIDATE” status for us
• Jobseeker is sent specific information on the employer’s application process for the position

• We recommend that our candidates use the virtual interview program and send a link to the
practice platform with a very basic pre-screen interview which we encourage them to complete. The
video interview gives them an opportunity to see how they look and present themselves in an
interview

• We use the video interview to help ensure that the candidate is interview ready. If they do
not appear to be, then we refer them back to their case manager for additional assistance.
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• The One-Stop has a wide range of resources available to jobseekers that we refer
to as Work-Ready Boot Camp.
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SmartWorkEthics is a certificate program sponsored by COWIB and endorsed by the Oklahoma HR State
Council and some of the state SHRM chapters. The Sooner HR Society of Norman won the national SHRM
Pinnacle Award in November 2013 for their Smart Work Ethics project facilitating course modules at our One-
Stop centers. The focus is on student involved behavior modification to teach the soft skills that so many
jobseekers and employees lack. This course outline is available for download. The certificate received is not
for attendance but must be earned by demonstrating that they have acquired the program skills.
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COWIB’s Business Services Consultants encourage case managers to be familiar with the federal Work
Opportunity Tax Credit. If a jobseeker might be a qualifying hire for an employer, it is to their advantage to
carry a pre-filled IRS form 8850 with them. If a hiring selection comes down to two equally-qualified
candidates, letting an employer know they might be able to earn up to a $2,400 tax credit is certainly a detail
that might move the hire decision in their favor. If the candidate is a disabled veteran the potential tax credit is
even more.

We have included our flyer with the OESC contacts who coordinate the program in Oklahoma and has been
updated for the changes that were made this month. You are welcome to use this flyer if you wish. A
candidate could carry it with them in case the employer does not know about the program.
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As part of getting ready for and doing a successful job search, the US Department of Labor’s O*Net provides
outstanding jobseeker resources. Even if your One-Stop does not have the facilities or resources to provide
work-ready training classes, sharing information about this resource can be of great assistance to serious
jobseekers.
• The old saying is to “plan your work and work your plan” but most jobseekers never think of looking for a

job as work. This gives some great assistance in making an organized plan for successful job search.
• There are Resume and Application resources and samples.
• Tips for preparing for and surviving interviews
• Even a Job Search Checklist is available.
This can be part of a facilitated Job Search training or the candidate can use this resource independently..
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In addition to those services, what we refer to as the Work-Ready Boot Camp includes services integrated into
our One-Stop, such as:
• Resume writing and review assistance
• Guidance for successful interviews

• Partner with local HR societies to have actual HR staff conduct mock interviews
• Computer labs for job search, online applications, etc.
• Case managers assistance for career exploration
• Hiring events or area-wide job fairs
• Some of the One-Stop service providers may provide opportunities such as online training programs.

These are some of the services and opportunities that we provide for jobseekers… building partnerships with
local businesses and service agencies, maybe even trade organizations, can help expand assistance to job
seekers and ultimately to businesses when we have candidates with stronger, documented skills who will find
the right fit of skills and culture that leads to stable employment.

15



The FitFirstJobs candidate portal offers many opportunities for jobseekers. For those in the COWIB service
area, completing the Work Experience, Education and Skills sections makes information available to system
employers who are searching for qualified candidates. Each jobseeker who completes the TalentSorter
assessment through the FitFirstJobs system receives an Individual Report that feature the jobseeker’s
signature traits which can be used for a Strengths section on resumes, customizing cover letters and for
discussion during interviews by selecting traits that are more likely to be appropriate for the target job
opening.

The Career Planner report gives information on jobs and careers that other candidates with similar behavior
traits have been successful at. It also gives valuable information on career research and questions to ask
during career research and during job opening research.

Samples of the Individual Report and the Career Planner are both available in the download materials

FOR THOSE WHO ARE NOT IN THE COWIB SERVICE AREA AND WORKING WITH JOBSEEKERS: TalentSorter
would be happy to talk to you about a trial opportunity to find out if the use of the TalentSorter assessment
and reports would be a good and valuable service for your clients. If you would like to contact them, please
contact

Mike Hopkins, President
Mike Hopkins Associates, LLC
(254) 537-1228 or (mobile) (254) 717-4003
Mike@MikeHopkinsAssociates.com
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At COWIB we have a playbook of services for our employers that we refer to as our Professional Development
Lab.
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COWIB Business Services provides professional development seminars and workshops such as
• the Relational Development Workshop we recently hosted
• Supervisor training
• “HR Memos to Managers”
• John Maxwell’s Impact® leadership series
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The COWIB Business Services Consultants make sure that employers are aware of the differences between a
Job ad and a Job Description.

We make sure that they are aware of the US Department of Labor’s O*Net system including the Employer Tool
Kit.

This Toolkit includes the JobWriter program which we feature. We have a one-page guide on the creation of a
comprehensive job description using JobWriter—this is available as a download.
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HR Alphabet Soup is one of our most popular handouts for even the most experienced HR professionals. It is
HR acronyms, what they stand for and the official resource link—this is available as a download in a MS Word
document that can be edited if you would like to use it also. The version that we distribute is in a .pdf format.
The resources include sections of Federal and Oklahoma services with links and a section with links to services
in our four counties plus sections for hiring and working with Military and people with disability which
expands it to nine pages.

Some of our other Professional Development Labs services include:
• HR Consulting
• I-9 Administrator training and Certified I-9 Audits
• ACA/Healthcare Reform consulting by a Certified Healthcare Reform Specialist.
• Employee Retention studies
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COWIB’s Business Services Consultants work with employers to:
• Assist in the creation of the FitFirstJobs benchmark pattern(s). The use of FitFirstJobs helps to identify what
the company culture is and how the company’s and the job candidate’s behaviors fit each other.
• COWIB’s InterviewStream provides an opportunity for jobseekers to introduce themselves and employers

have the opportunity to create a 1stLook! interview with basic questions.

21



After the jobseeker has expressed interest in the job opening, the Business Services Consultant proceeds with
second contact:
• If found in the State Workforce System, we direct them to FitFirstJobs for assessment
• If found in FitFirstJobs system, we direct them to register in the State Workforce System.

• At this point job seekers will have access to search OKJobMatch, FitFirstJobs database and view the
current COWIB HotJobs either by visiting each website individually or on the COWIB website.

• As part of our response template, we send information on the some of the resources available at our local
One-Stops and through the State Workforce System—Work-Ready Boot Camp—with links and/or contact
information.

• At the One-Stops the jobseeker also has the option of utilizing the practice platform for InterviewStream in
addition to being able to submit a video interview for current job openings that have InterviewStream
interviews on file and active.

• It is important to point out that at any point in this process the jobseeker has the option of self-referring to
any currently available job openings.
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Tracking the Business Services contacts and interactions is a key part of our accountability. We have a custom
database for Business Services. This is an example of the listing for each business we work with…

You will see that we have a wide range of data we track; there are very few businesses that we would have all
this information for but as we work with them and learn, we update the information to keep it as current as
possible. While each business has a Business Services Consultant linked to them, that is usually the first one to
meet with the business. It may change over time, depending on what services are needed and provided. We
absolutely work as a team; while each of us has areas that we are more familiar with and usually take the lead
on, we meet regularly to share information and work together to provide the best service possible. Keeping
our latest information updated in the database is important so that any of us can pick up the phone and be
able to answer a service request without having to have the employer spend a lot of time to bring us up to
speed.
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Linked to each business is one or more contacts we work with… again, “assigned” but not limited to a
Consultant
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We record information gathered during our meetings in our Business Survey form. This is just more
information and background, not the action information. If we have later meetings that supply a lot of
information (new or updates) we can also use this form for recording information.
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Our Workforce Plans form identifies what services are needed to help meet our client’s workforce needs. As
these services are delivered, the Activity number is listed next to each plan. When we started our Business
Services team and tracking of activity, identifying our workforce plans consistently was one of our bigger
challenges and this form has helped us bring consistency to our tracking. In addition, it has become our “To
Do” list that helps us ensure that we don’t drop the ball when a number of items are needed that cannot
necessarily be delivered all at one time.
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The Business Services Activity Report is our tracking form for most of our services and ties our activity
together. This is a key to our accountability. We have grouped our services by categories:
• Our Workforce Service Partner Referral (we refer to them as “Alliance Referrals”)--#1 priority
• COWIB-provided services
• State Workforce System Services
• Compliance Services
• US DOL Business Tool Kit
• Other Miscellaneous services and referrals, including business-to-business referrals
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COWIB’s Business Services team does have some on-going projects which may be outside our regular scope of
services. This may include presentations that we group in our Professional Development Lab series, our
HotJobs postings. Often these special projects encompass working with multiple employers to meet a project
goal
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During the 1stLook! Process, we initially reach out to a fairly large number of jobseekers who meet the first

level of search criteria. Most often, a very limited number of the jobseekers reply back. When they have
responded to us, then they are not just jobseekers but have become candidates for us and that is when they
are entered into our Job Candidate database because now we know they are truly looking for work.
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When the candidate is ready for a referral, then they are entered into the 1stLook! Referral form. This is

our tracking form for our activity but it serves a dual purpose for us. Depending on how the employer wishes
to be notified of our candidates, this form can be sent to them as a .pdf.
Samples of all the forms in our database are available as downloads.
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The Employer owns this step with full responsibility.

The Employer reviews materials provided, makes their selection for interviews and proceeds through their
standard hiring process.

In return for these services, the “cost” to them is the expectation that they will give us feedback on the
candidates submitted.
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On the date that the employer has identified as when the hiring decision will be made or at the end of the
month, the 1stLook! Referrals form is sent to them so that they can easily give their feedback. This is
especially useful when the employer requests that selected candidates just apply on line so that they will
know the candidates that were referred through the Business Services 1stLook! System.

Sending the feedback report to employers is extremely important beyond just tracking activity and service. If
they can give us feedback on candidates who where not selected, especially if they have declined to make a
hiring decision, we contact them to find out if there is something we need to adjust in our selection criteria….
We learn a lot that way sometimes!
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Any feedback that we receive from employers is entered into our database and then this report is exported
and sent to the One-Stop.

This will assist them in tracking candidates, new hires, “no shows” (which may equal “no UI”) and make them
aware of any additional information that we have about candidates who might be placed in other open
positions they may have.
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Employer Disclosure… especially for the employers who preferred not to use the State Workforce System is a

key part of the 1stLook! process and most especially if they have hired one of our candidate referrals.

That disclosure is: “these candidates are all from the State Workforce System… you would have missed the
opportunity for a successful hire by not using their resources.”
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